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pplication Number Division of Curriculum Services 

I to date I Consultative Services to Local School Systems Files 
i. Division and D f f i i  Function What is  the function of the Division and the Office in which this record series is created? 

7 

FOR RECORDSMANAGEMENT USE 
Application Number 

D m  Completed 
B Z - L f ?  

Qale Received 

FEE 1 5 1982 I FE~i -2 5 1982 

The Division of Curriculum Services is responsible for providing consultative services 
and technical assistance to the 187 local school systems in the maintenance, improvement, 
and expansion of K-12 instructional programs in math, science, language arts, social 
studies, health, physical education, driver education, music, art, and foreign languages. 
General leadership is given through the three operating units: Early Childhood and Middl 
Grades Education Unit, Secondary Education Unit and Humanities Education Unit. 

.. DatesofSries 
iarliest Latest 

TR-d Series Description This file contains the followiG dowrnents (imld? form numbers and titk, if any): 
Attach samples of the file. 

Documentsrelatingto: providing consultative services and technical assistance to local school 
systems in all subject areas of education instruction, excluding basic 
skills. 

field reports, itineraries, written requests, expense statements and related 
correspondence. 

lnduded are: 

5. Records S r k  T i  (followed by tide usd in office; if different) 

Fileisarranged: chronologically by fiscal year; thereunder alphabetically by local school 
system. 

S. Monthly Reference W e  

One to six months old 

How often are records referred to which are: 

; Seven to twelve months old ; Thirteen to twenty-four months old 

twenty-five months and older ? 
3. Annual Rm of Accumulation of Rscordr 



YES 

X 

11. Retention Requinmenu The following requires the series to be kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation yews. c. Administrative need 1 years. 
c Federallaw WXS. f. Federal retention instructions years. 

Attach mpy or ex& of laws or regulations. Explain administrative need. 

~ 

NO 10. Questionnaire (Place an " X  in the proper mlumn) 
a. is t h i s  the official mpv of the series? 

b. Doer the series contain confidential information requiring security handling? H yes.:ite law or regulation. 
If not. where is i t 7  

Y 

12 Approved Diwsition Instructions This agency recommends that the file series be cut off at  the end of each: 
0 Calendar Yea;; zfr FiscalYear; 0 Other then, 

D Hold in the current files area m t h l s l  1 year(s); then 
0 Transfer to local holding area; hold 

Transfer to State Remrds Ccnter; hold 
D Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

yeads); then 
yeark); then 

, 

These instructions apply to all prior and fuM aaumulations of the series. 

Recommendations in pwo- 
gaph 12 r e  approved. 


